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SUPPORT SERVICES COURSE

25 Jamary — 19 March 1965

Schedule for weeks ONE and TWO

05 Januery - 12 February 1965

SECRET
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3UPPORT SIERVICES COURSE

Speaker Guidance Sheet

he Support Services Course is a new course established at the reguest
of Deputy Director for Support to prepare JOTs for assignments in the DDS.
The course will be eights weeks long and contain presentations on finance,
logistics, security, personnel, medical, travel and training sublects.

Class Objectives are: 1) to give these officers sone aprreciation of how
mArinLlstrotion is accomplished in CIA with particular emphasis in the first
phose of the course on the policies and philosophy underlaying CIA administra-
tion; 2) in the second phase, to glve these officers a picture in some depth
of the various aspects of CIA administration under overseas field station
conditions; 3) to motivate these officers to a career in the CI\ 3Support
Services.

Cless: For this Tfirst running the class will consist exclusively of JOTs
who are destined for assignument to 1) overseas posts as administrative
officers or 2) headyuarters components. For the most part the students

are from the July and October 1064 JOT classes. 4 preliminary screening of
the backgrourd of the students indicates that over 50,5 have business or
ecconomics acadewic backyrounds. The remainder have liveral arts backgrounds.
Je anticipate having a group of 22 to 25 JOTs.

Instructional Anproach: It is felt that the most effective way you can
aenieve counse objectives is to present your points succinetly and then
illustrate vith actuval or fictitious cases. As far as possible avoid
involved specific dotails vhich the student will ratain only for a short
tize. It is possible in many instances to present your subject from the
fromevork of o case, As Tar as possible encourage participation {rom the
students. Teel free to ask the students questions in order to stimulate
intavest or provide loglcal entrce to your subject. Training aids arc
welcone. A Vu-graph and 2x2 clide projector will Le available in the
classroort. Filw clips or short novies can be shown fron the projection
hooth ia the classroow. If you plan to use filus, inform the Chilef
Instructor in advonce so that arrangements can be made for a projectionist.
TFeel free to discuss your presentation with the Chief Instructor at any
tine,
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Thursday, 4 February 1965

0830

0900

1010
1100

1300

1410

1540

0900

1000

1100
1200

1400

1530
1640

Study: HR [::::]

CIA Records Management Policiles [ |
Chief, Records
Administration Staff
0/DDS

Review

Examination | |

Organization and Functions | |
of a Field Station Office of Training

Cable Writing Format and Exercise | |

Functions of a Field Support | |

Officer Chief, Operations School
OTR

I |
Chief of Support
3R Division

I I
OTR

SECRET
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Friday, 5 February 1965

0830 - 0900
0900 - 1000
1010 - 1105
1115 - 1215
1315 - 1425
enit35,,2. 2500,
1510 - 1700

Study

Elements of Records Management:
Forms Management

Records Adminisocracion

Staff
Correspondence and Mall Manage-
ment Records Administration
Staff
Filing Fgquipment, Supplies and |
Systems Records Administration
Staff

Records Disposition and Records
Center Operations

Records Administration
Staff

. Records .Summary. I I

Dispatch Procedures and Exercise | |
0TR
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